
How to View/Edit Family Profile 
in Sycamore

Please follow these steps to check over what we have in our system.  

Always click the blue update* button on any step that you make changes on.
Always make sure you have scrolled down to the bottom of any pop up box that opens or resize it to 
make sure you don’t miss anything.

School Home Page Diagram:
First log in to Sycamore using the login information you use to retrieve report cards.
 1. On the left hand side go to My Family 
 2. Then Information and click 
 3. On the General tab - 
  a. Edit Address and Home phone if needed (cell phone’s will be on the next tab)
  b. On the right side you will see the Online Family Directory section - The default setting 
      is to “include” everything.  Please check the boxes of any items you would like to have 
      “excluded” and update*
 4. Click the next tab - Contacts 

Contacts Page Diagrams: (only need to verify phone #’s and email)
 5. Click on each person’s name to view, correct, and update*  
 6. New contact’s can be added by clicking the New Contact button* in the upper right hand corner. 
      Feel free to add additional contacts as you see fit.  
     Things to note:
     Emergency Contact box: check for any contact that you wish us to call in case you cannot be reached. 
     Authorized pick-up box:  you may check this for any individual contact but please note that anyone 
     going through the carpool line MUST STILL have a gold Vehicle ID card to pick up any student(s).  
     This field is for walk-in pick up use ONLY.





Finally, go back to the School Home Page Diagram (#2) and on the right hand side of that page in the 
“Online Forms Events” section.
 7. Click the Student Health History Form.  Complete for each student.  Remember you may need
     to scroll down to complete all of the questions depending on the screen size you are viewing it on. 
     If you have more than one student you will need to click on the same Health History button to start 
     a new form for each subsequent student.


